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What We’ll Cover 

 

• Why we Conduct Onsite Reviews 

• Choosing Sites – How often to review, Selection 

Criteria, Onsite Review Schedule & When Due 

• Pre-Onsite Review:  Cooperative Agreement Docs & 

Reports, Requesting Counselor Summary Data Files, 

Selecting Counseling Files  

• On-Site:  Conducting the Review 

• Post Onsite: Report Sequence Flow 

• Timelines 
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Why the Project Officer? 

 

 

 

•  Code of Federal Regulations (13 CRF, Sec 

130.800 and Section 130.810) 

•   SBA Cost Allocation Survey 

•   Project Officer Knowledge & Expertise “on the 

ground” 
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How often, how many?  

 
• Lead Center – Reviewed once every fiscal year 
 
•  All service centers to be reviewed within a 3-year 

period.  None to be reviewed more than once every 2 
years. Additional criteria may influence site decisions. 

 
• Service Centers – No more than 10 each year. If have 

large networks, work with your Program Manager to 
coordinate. 

 
• Your schedule will entail a schedule of the previous 

year’s completed fiscal year reviews. 
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Additional Selection Criteria for Service 

Centers 
 

You will review the service center sites based on 
your comprehensive review schedule. 
You may also use the following criteria: 
  
•   Changes in service center hosts 
•   New SBDC service center managers 
•   High turnover of staff 
•   Complaints received  
•   Extended period of time since the last review 
•   History of compliance findings 
•   Unresolved and/or repeat findings from previous 
 reviews 
 

 



Project Officer Review Schedule - Sample 
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Preparing for the Onsite Review:   

. 

 
Gather these Cooperative Agreement documents, review 
them, and bring them with you: 

• The current year’s  Program Announcement 

• The  SBDC’s annual proposal for the current program 

year  

• The SBDC’s most recent Notice of Award (NOA) that 

includes the budget, performance goals, requirements 

and conditions. 

• Also include the most recent performance report. 
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Preparing for the Onsite Review: Requesting  
Electronic Counselor Summary Files 

. 

 • Request Electronic Counselor Summary Data Files 

from the lead center for each service center under 

review. 

• All data should be pulled for the previous federal fiscal 

year (October 1, 2012 to September 30, 2013), 

regardless of the SBDC’s performance period. 

• Information should identify each counselor’s: Clients, 

Number of Sessions, Contact Time, Prep Time, Total 

C&P Time, (and for Center IC):  Travel Time and Travel 

Mileage. 
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Preparing for the Onsite Review:   
Reviewing Electronic Counseling Files  

 

 
• Go through your counselor summaries and look for data 

that may strike you as anomalies or interesting.  Circle 

those clients as files you will wish to review on site. You 

will need 10 counseling files for review.  Note the reasons 

for choice. ( Do NOT share the client files you wish to 

review with the SBDC before the review.) 

 

• At the same time, choose up to 10 clients for client 

verification by telephone.  (These may be the same as the 

client files you review.) You only need to interview three 

clients, but often need more as back-up.  
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Preparing for the Onsite Review:   
Identifying Clients for Verification Phone Calls: 

. 

 
 
• Work with the SBDC to identify and prepare the clients 

for your call.    

• The SBDC service center will contact the clients via 

email, letter and/or phone to inform them that the SBA 

will be calling to verify they received counseling. (They 

should indicate it will take only a few minutes and will 

include simple questions)  

• Once on site, you will use your review template script to 
conduct your calls to the identified clients. 
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Onsite: The Review:  

Have with you: 

•  The Cooperative Agreement documents and most   

recent performance reports.  

•   Lead and/or Service Center review templates 

•   List of pre-chosen client counseling files to be 

reviewed 

• List of counseling client phone numbers for telephone 

verification 
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Onsite: The Review 

Conduct Your Review:  Follow your SBDC lead or 
service center review template! 

•   Go through your template: take notes. 

• (Service Center) Have your pre-chosen counseling 
files pulled, and request 10 training files to review. 

• Mark your review template and/or verification 
spreadsheet with your notes. 

•   (Service Center) Conduct your telephone calls.  Mark 
your review template or verification spreadsheet.   

•     At the end of your review, conduct an exit interview 
with the director. 

 

 

 



Reviewing Counseling Files: Is the Form 641 information complete?  Could a new counselor pick 
up this file and continue serving the client adequately? 
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Onsite: Training Files 

 

• Choose 10 training files:  Does each file contain: 

•  A completed SBA Form 888 for each attendee? 

•  Marketing materials for the training having 

appropriate SBA logo & acknowledgment of SBDA’s 

affiliation with SBA (See Program Announcement) 

•  Attendee Lists 

•  Program Income receipts 

•  Client training evaluations? 
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All On-Site Reviews Submitted by August 15th 

All Parties file final copy for Record 
Lead Center should share results with Center Director 

PO Makes Edits (as needed) and Sends Final to Lead Center 
Copy the PM on final to Lead Center 

PM Concurs with Report 
Provides edits and/or remediation plan as needed to PO 

PO Sends On-Site Review to PM 
Within 10 days after visit 

Post Onsite-Review: Finalizing Reports 
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Post - Onsite:  
Timelines 

 

 
 
• By January 30, 2014:  List of this year’s centers and dates 

in your onsite review schedule to your Program Manager  

 

• Within 10 days of site visit – reviews submitted to 

Program Managers 

 

• All scheduled Service Center Compliance Reviews must 

be submitted to the Program Manager at OSBDC by 

August 15th. 

 



 
2014 Project Officer’s On Site Compliance Review 

Training 

 
The End 

 

Office of Small Business Development Centers 


